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Basic Integrated System (IS) Training

Things to Keep in Mind

 All Patient Health Information (PHI),
in this manual, is fictitious.

 Remember to use the help (?) icon.
 It is recommended that you

understand the billing processes
before using the IS.

 To return to the previous screen,
always click on the Return button,
under Options.

 Italicized fields must be completed.
 Dates must be entered as:

00/00/0000
 You will be logged off every 15

minutes when not using the system;
you will have to click on the Home
page to log back in.

 It is strongly recommended that you
attend the PATS training on
medications.

 You only have access to the Home
and Clinical pages of the System

 MIS, IS, and DMH number are all the
same.

Visit the IS Website at
http://dmh.lacounty.info/hipaa/index.html
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Basic IS Training

1. Log in

2. Find a Client

3. Add a Client: Identification Screen

4. Add a Client: Contacts Screen

5. Add a Client: Financial Screen

6. Add a Client: Other Screen

7. Open an Episode: Admission Screen

8. Open an Episode: Diagnosis Screen

9. Add Services

10. Add a Claim, a Plan and Payer (s)

11. Void and Replace a Claim

12. Close an Open Episode: Discharge and Diagnosis Screens
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Use Keyboard Shortcuts!
Avoid using the Mouse.

 The Tab key will take you through every field on the
screen.

 Shift-Tab will take you backwards through those
fields.

 Down Arrows and characters to go through drop-down
lists.

 The Space bar will check and uncheck boxes.

 The Enter key will activate buttons.
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Log In with a SecurID Card

1. If you are a DMH Contracted Provider, go to

2. Click to go to the
RSA SecurID logon
screen and follow
procedures
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Add a Client: Contact Information

Address is required if the
client is not homeless

Click to add other
contacts Click
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Add a Client: Financial Information

Click to add
Medi-Cal or
Other benefits

This field is for client’s
initial or annual
UMDAP date
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Add a Client: Benefit Information

Select benefit type
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Open an Episode: Admission Screen

Click to view a client’s
episode
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Add Services

Click to begin entering
a service
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Add Services

 What is Evidence-Based Practice/Service
Strategies/PEI Services?

They are techniques that use research results, reasoning, and
best practices to inform the improvement of Mental Health

Care. DMH is now using the IS to track the use of these
techniques. These are some examples: Multisystemic

Therapy, Functional Family Therapy, Brief Strategic Family
Therapy, Functional Family Therapy, Peer and/or Family

Delivered Services, Family Support
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Add Services

The system may allow you to select up to 3
options

CP’s must use 2K Impact
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Add a Claim: Add a Plan
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Add a Claim: Add a Plan

If you click to add a second plan per
claim, the IS will generate this error
message

This means that
your plan was

added

CP’s must
use PEI-
Special

Programs
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Add a Claim


